- _ RECORDS MANAGEMENT UNIT

GEOHGIA DEPARTMENT OF HUMAN RESOURCES
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For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia
30334. Phone - (404) 656—4976 GIST 221-4983

DHR 1. GEOHGIA:DEPAHTMENT OF HUMAN RESOURCES ARCHIVES AND HISTORV

Apptication Date | oOffice of Pinancial Services Application Number R —
_ Public Assistance Unit 75 2. 71— ﬂ
o 8/26/82 147 yrinfty Ave. 8.W. - Room 503-S
Application Number Atlant (Y; 3633{: e Date Received Date ( Completed
tlanta, Ga. o
82-49 o PUG3q982 | BCT 25 1982 |
2. Personto Contat ” Working Title T " Telephone Number
|___Nancy Howell . __Supervigor . 656-4373 |
3. Action Requested oo : ‘ ™
a. [ Establish Retention Schedule; record will continue to accumulate. ' _
b. [ Dispose of present accumulation; no further accumulation anticipated. Change Retention Period
c. M Amend Application No. __ 75-271 Chack One: (X chengs; [ Supercede: [ Void
4. Dates of Series 6. Records Serias Thtle {followed by title used in office; if differant) T e T T
Earliest Latest : R - ' -
nrtel morn at-| Public Assistance Qutstsnding Check Li«st,ing Flles .. .. iprmieta |
6. Division and Office Function T What is the function of the Division and the Office in which this record sarias is’ created? sa. afminse
N . i 5 r
o b
i e
e
7. Records Series Description This file contains the following docu'.mentl {include form numbers and tities, if nﬁy);mAitach ﬁn;ples of the file.
Documents relating to:
included are:
File is arrangad:
8. Monthly Reference Rate " How often are records refarred to which are: T T T
One to six months old — Sevan to twelve months uld ;  Thirteen to twenty-four months ofd ;
twenty-five months and older D
9. Annusl Aats of Accumulation or Records ) ) T e o T
Letter-siza drawers . . -=; Legalsizedrawers ________ ; Shelws . ; Other [Specify) -
o PRSRECS S— T T e Tt - == e

Form 4998 (7-78) SR {Qver)




Recommendations in paragraph ‘ s .
12 sre approved. State Audltor/Designes ’ ﬂ / y/r T

{If disspproved, sttach letter

. . ‘ ==
of explanation.] Secrotary of State/Detignes W W 95 —; -

/——-\State Records Committae /{Segnature} v Dato

= oa <
L] : . -
1 Le"S
YES [ NO | 10. Questionnalre _ {Place an “X" in the proper column) - o ¥
a. 15 this the official copy of the serios? '
If not, wherq Is it?
b. Does the series contain confidentlal information requiring security handling? If yes, cite law or regutation,
¢. Is this a vital record? . 7 ! . . 1
1L d. Does this series have historical or long term rasearch value? .
e. When one or two documents in the file make it necessary to kaep the entire file for a iong period, cou'ld these documents
____be scheduled separately? L e D L P
f, Is the information contained in this series ever published? If ygs. sttacheopy. _ ., _sr_ . .~ -
9. Is the information contained in this sgriesever analyzed and/or recorded in a sumrhartzed refort? B
vaes.attachoopv L VPO e enonroa
h. Is there a duphr.ataon of th:s series in your office, or in another office or agency? B AR gj '
o If ves, where?
) I. Is this series fora ma;or portion of n} rsgularly microfilmed?
“T[ i " Does the record series result in a compter-printo(t? ' R
11. Retention Roqmrernants The following requires the serias to be kept: )
Yo - 7 ) ¥ ~= + . .
a. State Law hotv=C notianiel 2 yéars, ) : d. Audit period _ . years,
b. Statute of limitation e Y8ErS. 8. Administrative need’ A ' __5 R ,_“v’;ars.
¢c. Federal law - yeoars. f. Federal retention instructions -_— .. __Years.
Attach copy or axcerpt of Iaws or regulatmns Explam admmlstratwe need, )
Administratively, these' files afe hecesdary to dotimeht’ plymexfts made for publ ic
assigtance,
12. Approved Disposition Instructions  This agency ﬁeom'mends that the file series be 6ut off at the end of esch:
D calendar Year; & Fiscal Year; 3 Other _ then,
Xl Hold in the current filesares . _month{s) .2 ysar{s); then
O Transfer to local holding area; hold . _ year{s): then
K Transfer to State Records Center; hold — 3 _ yearls); then
X1 Destroy
O Transfer to State Archives for parmanant retention.
O Other (Specify)
These instructions apply to all prior and future accumulations of tha series,
o
Agency Head/Designee (Signsture) Date Records Management O r (&gnatum) Date
~ Vv b { [}

Attorney General/Designes i /po - ! % ’z/
orm 4998 (7-78) {Revirse Side) - ’

— . — . P . L — i —

P



- O STATE e SPPITE OF sECARTARD OF STATE ! PAGE
; S oF Application for DEPARTNRNT OP ANCAIVES & BISTORY \
d GEORG 1A RECORDS DISPOSITION STANDARD MECORDS WABACEREAT DIvISIc)

L TL N R '.‘l'.‘l-__-'_l_:_l; See asparate 1matrurticns for complecion ~f§ FoR PESORDY MANAGFMENT LIVIS;UN Und
10/31/75 froat and reverge of this for=. Sign erigiaal and tus dopivg Bate Bycetved - dppilenting o Pere Trmpisret
o teency bppicoar. B H.nd farvard to Pepartmant of Archivas and wiptory, Attentinm. :iﬂv 18 ‘1975 '
- * - [ gl
D}‘“-J‘_g Re-rris Santzeasnt officer 75— 2 7 Q—t:_l_‘: 1 6 ‘375

mirfatering Trire lddr.il Porpun tn vopter?
.

* Departrent of Himan Pesources ‘ L

Division of Administration , ’

Public Assistance Control Unit .
Wrarning Titie . e n-

47 Trinity Avenue, R 501-H
ALy IRt Avene, JBesn | 3taff Supervisor 656 4485

Nahcy Howell

T ACTI0N REQUESTED

ESTAELISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACTUMULATICL;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATIQOXK ANTICIPATEU

© Tarliest & Latest 9. Exact Series Title
Dates of Series : . . - :
1974 - Present Public Assistance Outstanding Check Listing Files

- O %at is the function of the office in which this record series is created?

The Division of Administration is responsible for providing administrative support to the
Department. This includes general acccxmting services: budget development and ranagement :
ge.ner\al support services: data processing and management information systers: pa‘t::.ent accounts
services: and persomnel services.

Accounting Benefits Pavments - responsible for processing payments for benefits and services --
Subsections are Medicaid-Nursing Homes, Medicaid-Other Expenses, Vocational Rehabilitation,
Assistance Payments, and other beneflts (Crippled Children, Cancer-, Sterdilization, Mat-Pak,

Foster Hames, Cuban Refugees, ete.). ;

!1. This file contains the following documents {include form nurbers and titles, if any,
and file arrangement). _

Docurents relating to maintaining a listing of public assistance checks received fram DOAS
identifying checks that have not cleared the bank and have not been paid to Welfare clients

during a monthly issuing perdied.

Included are computer hstmgs identd fying pubhc assistance check number, client's name, date
issued and related information. 7

Files are arranged chronologically by month.

ATTACH SAMPLES OF THE FILE

- N
i EGUTPHERT ACCHPIRU . %+, of Drawers | Cu. Ft. of Records ' Po. of Drawers Cu. Fr. of Beeardt
ARRUAL DATE OF ACCUMULATINR 1 2
Letter-aize Fiiy Dravers

‘ in OFft-ete) I‘n’ Storege Aresi

tegsl-slar Piie liravers 1 2 Fioor Spate Occuptod {Square Fest) 7 .
Thls Las? Fre-cdingfa.i Fru
Yoar's Year's Year's Tear

AVERAGE DAJLY PFFIRENCE" ; 10 5 l 0

ra AP.30.1)




N ’ Past: 2
. . N ] 0

p-,: =

WQUEE_fI_OﬁNﬁR‘E-—n.-- % "a® 1a tnhe prepsr :;‘:::— 1r sasver ke “TI5." plense explailn = T A YES _ﬂﬁ‘—-
*.3. Is this the Record Copy of the series? A | (¥ [
ik, Is there a duplication of this sefies in enother office or agency? - [ [¥4
i5. Is the information centained in th:.s series ever smmnarized or published? 1] %
Attach copy of summary or publicatlon.
6. Does the seriés contain classified information requiring security hendling? (1 (#
1=, Does the series 1n1tlate, amend or terminate agency policies a.nd procedures? [1 X
|

i :

i 2B, Could the function be performed if the files were lost or destroyed? ¥ 11
31g. Is the series (or major portion of it) regularly microfilmed? If yes, why? {1 1
23. Does the record series provide data as input to an EDP file? (] [
21. Does the record series contain documentation produced as EDP ;c'urintout? , (] [¥
22. Bes the Federal Government issued instructions governing the retentlon/dlspo- [1 [x¥

sition of these files? \
23. Will there be a need for these records 10, 15 years from now? If yes, what? [1 [¥
zk. REQUIREMENTS. fThe following requires the files to be kept 3 years:

| 8.[]STATE b.[]STATUTE OF c.[]AUDIT  4.[)FEDERAL e.BJADMINISTRATIVE f.[ JHISTORICAL

LAW LIMITATION PERIOD . LAW DECTSION VALUE .
{Cite Law, Statute, or other reason for the rotention requirement) -

Refererice Experience

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
.of each -[]CALENDAR YEAR -[KIFISCAL YEAR -[]OTHER ,then:

—

{x] Hold in the current files area - month(s)/ yea.r(s)

[x] Transfer to [x] State Records Center [ ] Locel Holdlng Area; hold year(s):
[x] Destroy.

[ ] Transfer to State Archives for permanent retention.
[ ] Destroy immediately after cut-off.

[ 1 Other: (Specify)

B

(Indicate briefly rationale for recommendations above/or write additional remarks) :

enords Mhmag€ fmem:L rg)e: c;e: t@-f»am) - I:Z*f.b OTHER REQUIRED SIGNATURES DATE
z£. RecBrmendah ons |Agency Head/Designee ' )
in paragraph 25 Approved D1sappr0ved ”ﬁﬁ{.c’— M ////9/75—
are: ate Auditor/Designee (\ \(\ ' _
- [ LY Appraved [ 1 D}sapproved \ Oﬁ\nm'ﬂ\ e ) 12-4-9s
STATE RECOR Secr. State/Designee
COMMITTEE M;% [ 1 bisapproved @WQ /t[—@f [2-24-75
' Atto

ey General/Designee // W :
Y Approved Disapproved d % - A{,{Lj | S 212 F )




x o BA L

e .
STATE . . ) OFFICE OF BECAETARY OF STATY PAGE
of App] ication for DEPARTHERT OF ARCENIVES & NIBTOAY 1
ceorsia - RECORDS DISPOSITION STANDARD  aacomns masaceast prvzaron
] ,Aepitcation Date iigfzfgrggg;; Ses ssparate instrurcions for compistion -fB FOR RECORDy MARAGIMENT DIVISION USF
10/31/75 froat ant raverss of thia form. Sign criginal and two copies bate Recaived Application No. Date Compleres
O Meency Applicaticon Ao and forward to Department of Archives and History, Atfention o V 19 ]9?5
D}iR-g . Ra~orde MQnagament .afffr-i,- 75- 2 7' DEC 1 6 1975 ]

i ALFR T, Hﬂll n v hleﬂm\ [ lﬁlnlatarln. PPl ANAr g Perann ta voptart
e ]

Dlvision of Administration

Public Assistance Control Unit Nancy Howell

— — -

l'l’7 TI" Ve, e R 501—H LYrraink Title b—- fel. I
Atlan%gttge 12 30338 Staff Supervisor 656-4485
TEE'!EN REQUES'EB

[E ESTABLI'SHV DISPOSITION STANDARD; D DISPOSE OF PREZSENT ACCUMULATIOL;
RECORD WILIL CONTINUE TO ACCUMULATE. NCO FURTHER ACCUMULATION ANTICIPATED.

B.Earliest & Latest 9.Exact SeriesrTitle
Dates of Series
1974 - Present Public Assistance Qutstanding Check Listing Files

1 0. What is the function of the office in which this record series is created?

The Division of Administration is responsible for prov1d1ng administrative support to the
Departwent. This includes general accounting services; budget development and management;
general support services; data processing and management information systers: patient accounts
services; ‘and personnel services.

Accountmg Beneflts Payments - responsﬂ)le for processing payments for benefits and services -
subsections are Medicaid-Nursing Homes, Medicaid-Other Expenses, Vocational Rehabilitation,
Assistance Payments, and other benefrts (Crippled Children, Cancer, Sterlllzatlon, Mat-Pak,

Foster Homes, Cuban Refugees ete.).

Lo

o

tl. This file contains the following documents (include form numbers and titles, if any, ]
and file arrangement) .
Docurents relatmg to malntaln:mg a listing of public assistance checks recelved fr'om DOAS
identifying checks that have not cleared the bank and have not been pald to Welfare clients
during a monthly issuing pemod.
Included are computer listings 1dent1fy1ng pubhc assistarice check nmber, chent's name, date
1squed and related information.
F:Lles are arranged chronologically by month.
ATTACH SAMPLES OF THE FILE
10. PQUIPMENT nerupIPD Nr. of Dravers Cu. Pt ot h:corc.sJ . Bo. of Drawers Cu. Pt. or RNecords
T Letter-etize File Dravers AFRUAL NATE OF ACCUMULATION 1 .- 2
Fiodr Bpare Ocrupied [square Teet) LL) D!”f;—“) In Storese Aresiel b

LY N - .
L::-l wlze Fiie Dravers oo l i - 2 7

S - . !hl: Laet Precedingfnii Priar
cz s - k . Yilr'a Year's Year's Years’®

AYERACE DATLY REFERFACES 10 ' 5 1 0

Purs AP-s0.Ta




' - : ‘- P'A.G;Ez

QUESTIONNAI RE Place an "x" in the proper;t:alu-n._ Ir uu;;r ia "YES," plemsse erplain w‘ _Y ES N’a-—_ﬂi
13. Is this the Record Copy of the series? - [x] LJ 1-]
14, Is there a duplication of this series in another office or agency? [ 1 [
15. Is the 1nformat10n contained in this series ever summarized or published? "1 ¥

Attach copy of summary or publication. =
16. Does the series contaln classified information Tequiring security handling? -~ .[ ] [¥

-

17. Does the series initiate, amend or terminate agency policies and procedures? |

. ' N N
~ " —

18. Could the function be performed if the files were lost or destroyed?

¥ [ ]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? {1 %
20. Does the record series provide data es input to an EDP file? U N B Y
21. Does the record series contain documentation produced as EDP printout? : ”[1 1 [¥
22. Has the Federal Government issued instructions governing ‘the retention/dispo~ [ ] [
sition of these files? =~ - ) ’ :
23. T;lll t};ére be aﬁneed for the;se records 10 15 years frorr;=now'? If yes, what? [ ']‘ [ %]
2k. REQUIREI“ENTS The followlng requlres the files to be kept 3 years: e
a.[ JSTATE .- b. []STA‘I‘UPE oF c.[]AUDIT d.[]FEDERAL% & BOADMINISTRATIVE  f.[ JHISTORI CAL.
LAW © LIMITATION -~ FERIOD ' LAW R PECTSION VALUE

(Cite Law, Statute, or other reason for the rotention requirement)

Reference Experience

25.

AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each ~[]JCALENDAR YEAR ~-¥]FISCAL YEAR -[]OTHER ythen:

[x] Hold in the current files area . ‘month(s)/ year(s)

[%] Transfer to [x] State Records Center [ ] Local Holdlng Area; hold 1 year(s)
[x] Destroy. ~ - - £ - 2
[ ) Trensfer to State Archives for permenent retemtion. - - o SO
[ ] Destroy immediately after cut-off. A - :

[ ] Other (Spec:l.fy) ‘ :

[STATE RECORDS

_u I;_gtfj) OTHER REQUIRED SIGNATURES DATE

Sleney Hruotl Vths
\‘\100 me{\u e 120725

are:

COMMITTEE @m& /M [2~1a-75"

“’ Y% State/Des'Lgnee
. -,-,g)' Disapproved

7Y, piayl



